FILING AN ANSWER/RESPONSE/OBJECTION TO A MOTION

The following instructions will guide you through the process of filing and docketing an
answer or response in the Electronic Case Filing (ECF) system.

STEP1 Select Bankruptcy from the Main Menu. Then click on the Answer/Response
hypertext link from the Bankruptcy Events menu.

>
|E ‘ F Bankruptcy +  Adversary + [Query -+ Reports -« Utilities -+ Logout

Bankruptcy Events

AnswerResponse. .
Appeal

Claim Actions

Creditor IWantenance .
File Clains
hlotiensf&pplcations
Hotices

Open a BE Case
Orders/Opinions. .
Other

Plan

Figure la

UE F Bankruptcy + Adversary +QIS8¥E] + Reports e« Utilities + Logout

Answer/Response
Eeference an Emcting motion‘application
Cither Answers

Figure 1b

Choose:

Reference an Existing motion/application, or

STEP 2 The Case Number screen appears.

EE F Bankruptcy + Adversary + Query + Reports + Utilities + Logout
ile an answer to a motion

Case Humber

|b 1-1o000s 99-12345, 1:99-bk-12345 or 1-99-blk-12345

M Clear
Figure2

. Enter the case number, Click on Next to continue.
. If the computer prompts that you have entered an invalid case number,
click on the Back hypertext link to re-enter the case number.
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STEP 3 Select the type of Answer/Response screen appears.

EECF Bankruptcy +  Adversary » Query -+ Reports -« Utilities - Logout
File an answer to a motion

[1-01-1000% Georoia Peach

LAffrrmation in Opposition j

M Clear

Figure3

. Screen prompts for selection of type of answer/response being filed.

. Click on the ¥ arrow to the right of the box to review the choicesin the
drop down box selection.

. Highlight the type of document being filed.

. Click on Next to continue, or Clear to repeat process.

STEP4 The Joint Filing screen appears.

= C 3
UE F Bankruptcy +  Adversary « Query « Reports -« Utillities + Logout ?

File an answer to a motion:
1-01-1000% Georsia Peach

I Joint filing with other attorney(s).

Mext Clear

Figure4

. This screen will only be used if another attorney isjoining in thisfiling.
No action is necessary.
. Click Next
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STEPS The Select the Party screen appears.

EE F Bankruptcy  +  Adversary + Query + Reports -« Utilities -+ Logout '?

ile an answer to a motion:
1-01-10009 Georsa Peach

Select the Party:

tarine Midland [cr.cr] =l AddiCreate Mew Party
Peach, Georgia [pty;db] i
Salomon Smith Barney [cricr]

5
M Clear
Figure5

Selection of a Party

. Click on the Warrow to right of box to scroll list.

. If the name of the party islisted, click to highlight it.

. Click on Next and proceed to Step 10.

. If the nameisnot listed, click on Add/Create New Party.

STEP6 The Search for a party screen appears.

2 o
CF Bankruptcy + Adversary « Query « Reports -« Utilities - Logout ?

Search for a party

SSN || TaxId
Last/Business name

Search | Clear

Figure 6a

. Enter a social security number (SSN), Tax Id number or oneto four letters
of the party’s last name or business name (using upper and lower case
characters). Click on Sear ch.

. If the party isnot listed, proceed to Step 6.
. If the party islisted, click on the party. Then click on Select name from
list.
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b C -
UE F Bankruptcy + Adversary + Query »+ Reports « Utilities + Logout ?

Search for a party

SSN Tax Id
Last/Business name

Search Clear

Party search results

Petro Oil.Ca, |
Petro's Track Equipment,
Piazza, Mike

Plastic Solutions Inc,
Providian,

Pzazz Fashions,

Select name from list | Create new party
Figure6b
. The Party’ s information will appear for verification and/or modification if
necessary.

= C 3
UE F Bankruptcy + Adversary s+ Query + Reports + Utilities + Logout o_

Party Information
Petro Oil Co  SSN:Unknown

Office | Address 1 [600 Valley Stream Road
Address 2 | Address3 |
City [Portchester State [y Zip [soa13
Comey [ Comery [
Phone [ Fax |
E-mail |
ProSe |no - Role |Creditor (crcr) -l
Party text |
Submit | Cancel | Clear|
Figure 6c

Remove address info for the party.

. Click on the drop down box to select “the party’s Role” for thisfiling,
then click to highlight the appropriate role, (i.e., Debtor, Creditor, etc.).

. To add Party Text, such as A Virginia Corporation do so now in the box
provided.

. Click on Submit to continue, Clear to re-enter the party information, or

Cancel to go back to the Select the party screen .

Objections
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STEP7 The “ Please select thefiler” screen will appear with your party filer highlighted.

EE F Bankruptcy + Adversary + Query + Reports + Utilities + Logout

ile an answer to a motion:
1-01-1000% Georga Feach

Select the Party:

Petro Ol Co, [crerl @ied). - AddiCreate New Party
harine Midland [cr.cr]

Peach, Georgia [pty:db]

Salomaon Srith Barney [cricr]

et Clear

Figure?7

. Click on Next, to accept filer.

STEPS8 The Attor ney/Party Association screen appears

= (: =)
UE F Bankruptcy +  Adversary + Query + Reports -« Utilities -« Logout ?

File an answer to a motion:
1-01-1000% Georma Peach

The following attorney/party associations do not exst for this case.
Please check which associations should be created for this case:

W Petre Ol Co, (pty:ct) represented by McLarty-Carter, Stmone (aty)

Mext Clear

Figure8
. Click in the box [v'] to associate the attorney with the party
added/sel ected.

[NOTE: You may receive this messageif an attorney has not previously been
associated with the party: “ The following attorney/party associations do not
exist for this case. Please check which associations should be created for this

case” |

. Click on Next and proceed to STEP 10,
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STEP9

If the party filer's nameisnot listed, Search for a Party screen will appear,
click on Create new party.

-3 )
UECF Bankruptcy + Adversary + (Query + Reports .« Utilities + Logout Q_

Search for a party

SN Tald |
Last/Business name |Mos3]

Search M

Figure9a

. It is very important to search carefully and thoroughly before adding a
new party so that duplicate records for the same person or entity are not
added to the database. See Search Hints.

UE F Bankruptcy « Adversary + CQuery « Reports -« Utilities + Logout '?

Search for a party

SSI TaxId
Last/Business name

Search Clear

Party search results
Mo person found.

Create new party |

Figure9b
Search Hints:
. Enter one field of data for each search.
. Format Social Security Number or Tax ID with hyphens.
. Searching is case sensitive. (Smith, not smith)
. Include punctuation. (O’Brien, Garcia-Barrera)
. Try alternate search clues if your first search is not successful.
. Partial names can be entered.
. Wild cards (*) are not required at the end of search strings.
. Wild cards may be used before or within search strings. (*son, Gr?y)

Objections
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STEP 10

STEP 11

The New Party Infor mation screen appears.

EE F Bankruptcy * Adversary - Query =+ Reports « Utilities -+ Logout

Party Information [=
Lastname [fo== First name  [®arc<|
Middle name [ Genmeration | Title [
SSN [ aaaaem TaxID [
Office | Address 1 |
Address 2 | Address 3 |
Gy sme [ ozmp [
Comy [ Country [
Phone [ Fax [
Email |
ProSe [no ~ Role |[Creditor(eren |
Party text |
Submit | Cancel | Clear| —
Figure 10
. Enter the new party information (name only) in the appropriate fields. Use

the Last Name field for the last name or full business name, then press the
tab key to advance to First Name field and enter the first name. Proceed
to the Rolefield, and click on the ¥ arrow to the right of the box to select
the new party’srole, (i.e., Creditor (cr:cr).

. Click on Submit to continue, Clear to re-enter the new party information
or Cancel to go back to the Select the Party screen.

The Select the Filer screen will appear with the new party you entered
highlighted.

EECF Bankruptcy + Adversary + Query + Reports -« Utilities + Logout
ile an answer to a motion:

1-01-10008 Georga Peach

Select the Party:

Moss, Kate [cror] (ooa) - AddiCreate New Party
Marine Midland [crcr]

Peach, Georgia [pty:db]

Saloron Srith Barney [crcr]

Mext Clear

Figurella
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. Click on Next

UE F Bankruptcy « Adversary « Query < Reports « Utilities + Logout o_
ile an answer to a motion:
1-01-1000% Georoia Feach

The followaing attorney/party associations do not exst for this case.
Please check which associations should be created for this case:

W Mloss, Eate{cror) represented by MceLarty-Carter, Simone (aty)

Mext Clear

Figure11b

. Click [v'] the box to associate the attorney with the party added/sel ected
to the case. Click Next to continue.

[NOTE FOR ASSOCIATION: You may receive this message: “ The following attorney/party
associations do not exist for this case. Please check which associations should be created for
thiscase:” |

STEP 12 Select the PDF File Document screen appears.

EECF Bankruptcy +  Adwversary + Query +« Reports -+ Utilities -+ Logout
File an answer to a motion:

1-01-1000% Georoa Peach

Select the pdf document (for example: CA199cwd01-21 pdb).

Filename

| Browse...

Attachments to Document: & o € Tes

et Clear

Figure 12a

. Type the file name in blank box, being sure to include the . pdf suffix, or
Click on Browse to navigate to the appropriate directory and file. (see
Figure 10b)
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If there areno attachments to the document:

. Click on Next to continue and proceed to Step 11.
If there are attachmentsto the document, e.g. an exhibit, appendix, etc.:
. Click on the Y esradio button, then click on Next. The following screen
appears.
Z1 =]
Ll b = 3 Floppw [&:] | | =k [E=3
0181234ad pdf L]0 1 2a4ab] mdf
0181234ans. pdf T 0151 234pe. pdf
01381 234cs. pdf Z] creditors. =t

0181 234 ex. pdf
01321 2324m. pdf
0181 23 4ntc. pdf
01812340 pdf

File name: |EI1 21 2240b). pdrf Open I
Files of tvpe: [0 Files [~ 7] = Cancel |
Figure 12b
. Change Files of type: to Acrobat [*.pdf] or All Files.
. Change L ook in: to the appropriate drive where the document is
located.
. Click on the file name to be associated with this entry.
. Click on Open, and thefile is uploaded to the following screen:

ZEEC p )
UE F Bankruptcy +  Adversary + Query + Reports « Utilities + Logout ?

File an answer to a motion:
1-01-10002 Georma Peach

Zelect the pdf document (for example: CA159%cw501-21.pdf).

Filename

lo:v 015125400 . par Browse...

Attachments to Docurment: © IMNoe & Tes

Mext Clear

Figure 12c

. Click Next and the Select one or mor e attachments screen appears. (All
exhibits must be attached at this screen)

Objections
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STEP 13

= 2
UECF Bankruptcy + Adversary + Query + Reports + Utilities + Logout ?

D

1-01-10009 Georgia Peach

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: Chhappendixpdf).

Filename

[a:v0lEl234ex. pdf Browse...

) At your option, select a document type andfor enter a description.
Type Description

|Exhib'rt j |A - Property Description

31 A dd the filename to the lst box below. If you have more attachments, o back to Step 1. When the list of filenames is complete, click on the
M et buttan.

Add to List
Remaowve from List
El

Mext | -
Figure12d
. Select the filename of your attachment by using the Browse.
. Click on the ¥ down arrow next to the “ Type” drop down box and
select the type of attachment to be used for this motion.
. Click in the Description box and type in any additional description.
. Then click on Add to List.
. Continue to Add Attachments using the above steps as necessary.
. Once al attachments have been added, click on Next.

When filing an Answer/Response/Objection, Click inside the box “ does this
refer to an existing document in this case?”

T T T e =S
| 2 c
E F Bankruptcy + Adversary + Query + Reports + Utilities + Logout

File an answer to a motion:
1-01-10009 Georgia Peach

W  Duoes this filing refer to an existing document in this case? (If yes, click on the hox)

MOTE: If the evert yvou are docketing i an snswet/tesponse, you will be prompted on a subszequent sereen for its related motion.
Therefore, do oot click on this box to establish a relationship to the motion you are answering,

Complete The Docket Window With The Name Of The Document To Which You Are Replying

w Clear

Figure 13a

Click Next to continue.

Objections
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EE F Bankruptcy + Adversary + Query + Reports -« Utilities

+ Logout
1-01-10009 Georga Peach

[[Meaze select the category of documents to which your document refers.

Type =
answer
appeal
claims
crp

court
misc
rmotian
notice
arder

plan
trustee
utility -]

Mext | Clear |

Figure 13b

The “select category of documents’ screen appears. Highlight the type of
category you wish to link your answer/response/objection to.
. Click Next to continue

STEP 14 Document List

> C
E F Bankruptcy + Adwversary + Query + Reports + Utilities + Logout

File an answer to a motion:
1-01-10002 Georgia Peach

Include  Date #
u 07062001

Docket Text

2 Motion for Relief from Stay real property locafed af 123 First Avernow. Fee Amount § 75,
Filed by Ilatine Midland. Hearing scheduled for 7/24/2001 at 10:00 AN at Courtroom 760, C1,
HY. (McLarty-Carter, Simone)

u 070972001 3 DMlotion for Relief from Stay for real property locafed af 345 Wesley Way, Westbury NI Fee
Amount § 75. Filed by IMarine Midland. Hearing scheduled for 8/10/2001 at 10:00 AL at
Couttroom 760, CL NV, (MeLarty-Carter, Sitmotie)

W 07092001 4

Fee Amount . Fedb of Ela.m . -C

u 07/09/2001 5 Iiotion for Relief from Stay. Fee Amount § 75, Filed by Marine Midland. (Attachments: # (13

Exthibit &) (M cLarty-Carter, Simone)

Figure 14

Select document(s) you wish to answer by clicking in the box next to the
date. If thereis more than one possihility, click on the document number
hyperlink to view the imaged application or motion.

In preparation for enhancing the FINAL DOCKET TEXT, highlight the
text and use the Edit button from the browser menu, select Copy to place
on Windows clipboard until you are ready to paste it into the final docket
text or you may choose to type in the additional text in that free text box

. Click on Next to continue.

Series 1400 - 11
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STEP 15 Docket Text: M odify as Appropriate

= =Y
UECF Bankruptcy + Adversary +« Query + Reports + Utilities + Logout ?

File an answer to a motion:
1-01-10009 Georgia Peach

Docket Text: Modify as Appropriate.

7| Affirmation in Opposition |ows Avenue, Westhury NY. Filed by Georgia Peach
(related document(s)[4]). (McLarty-Carter, Simone)

Figure 15

To add a prefix to docket text:
. Click on the ¥ down arrow next to first blank box to select the correct
modifier.

To add additional text:
. Click in second blank box.
. Type in any additional description of notice.
. At this time you may add the text which you copied to the clipboard, right
click your mouse inside this free text box and the text will appear.
. Click on Next.

Step 16 The Final Docket Text screen appears

UE F Bankruptcy + Adversary + Query « Reports « Utilities « Logout o_
=

File an answer to a motion:
1-01-10009 Georeia Peach

Docket Text: Final Text
Affirination in Opposition te Motion for Reficf from Siay for real property located at 782
Windows Avense, Westhury NY. Filed by Georgia Peach (related document{s)[4]).
(M Larty- Carter, Simone)

Attention!! Submitting this screen commits this transaction. You will have no fuorther
opportunity to modify this submission if you continue.

Mext Clear

Figure 16

. Verify docket entry asit appears on screen.
. If correct, click on Next to submit filing to court.
. If docket entry isincorrect, press Back to make corrections, or start over
by clicking on Bankruptcy on the Main Menu.
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STEP 17 The Notice of Electronic Filing screen appears.

= 2]
UECF Bankruptcy +  Adversary + Query + Reports -« Utilities « Logout ?

File an answer to a motion:
10110009 Greorgia Peach

Hutice of Electrondc Filing
The folloaring trasaction wras recedured fomn WicLarty- Carter, Simone on 71152001 & 11:11 AM EST

Case Name: Greorgia Peach
Case Number: 1-01-10009
Dooumend Fumber: 7

Dodkat Text:

Affmration i Opposition fo Mot fov Religf frow By for veal propety located ot 0D Windows dveue, Westbuy NT Filed by Georgia Peach (felated doommeads)[4]).
(1AzLarty- Carter, Simame)

The followring donmuerd(s) ame associsted with thie transaction:

Thocurnent desoipdion Blain Doonrert

Oiginal Flenarne: 4:01312340hj pdf

(Eleciremic documend Stamp :

[STAMP thectStanp_ID=079333706 [Date=F/11/2001] [FilsHimsbear=2469-0] [6
30 A0chh 706 5603t 40804 Safie Sc043 4206 b SO0 TTD0MD 6624272045
33afbalfbI03bbbI6 7003 2ed 0283045407 14600300287 2e TR Ihe6A3])

1-01-1000% Netice will be decronically mailed to:

Simone MrLarty-Carter  Simeme_Carterditoeeh necomte gowr, 7

Figure17

Once entry is submitted after final approval, the Notice of Electronic Filing screen is displayed.
Screen gives confirmation that the system has received the entry and is now an official court
document.

Notice provides:
. Date and time transaction was received by court
. Number assigned to document

Scroll down to view entire receipt

Print receipt
. Click on File at top of Netscape screen and select Print Frame, or
. Click onthe Printer Icon at the top of the page.

[Note: 1t ishighly recommended that copies of receipts be maintained for your records.]
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Note: You will receive the following screen if you attempt to access the docket or
document through the links provided on the Notice of Electronic Filing screen.

Bankruptcy + Adversary « Query + Reports « Utilities « Logout

PACER Login

Notice
This iz a Rerbricbed Wi Sibe for Official Cormt Business ondy. Uruothorized erdry is prohibited subject to prosenmion mder Title 18 of the 7.5,
Code. A1 actierdties and access afterpte are logzged.

Instructions

Erter your ECF login and passaord for electronic filing capabilities . Ko do not need filing capahilities | srder your PACER login and passsgord.
oo do not have o PACEE login, covtact the PACER Service Cerder to ectablich an acconmd. Vo mey regicter online ot
hibp Mpacer pec msconats o or call the PACER. Service Cerder a (2007 678-8256 or (2100 301-6440,

D access fee of $.07 per page, a5 spproved by the Fudicial Coeference of the Urited States ot s Septamber 1992 session, will be ascessed for
qocese to thic cervice. A1l fquiries will be charged to your PACEE login that ic kept orfile. Kyou do xot reed filing capabilities | exder your
PACER logi and passmord. The Client code is provdded to the PACER user a5 2 means of tradsing traneactions by clisrd, This code can be up to
Athertication

Laogin:

Fazaward:

Client code: |

[ Make this my default PACER login
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